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Account

Register for an NSF Account to Begin Using

FastLane and Research.gov

To submit proposals to the National Science Foundation (NSF) and conduct other award-related activities using NSF systems,
you must have an NSF ID. This ID is a unique numerical identifier assigned to users by NSF through the registration process
outlined below. Follow the step-by-step process to create a new NSF account.

Step 1: Confirm you do not have an existing NSF account

» Access the NSF ID Lookup page to search for an existing NSF

account.

FOR THE NSF COMMUNITY

_Research.cov

. ONLINE GRANTS MANAGEMENT

| sign in JRegister [| Home | Contact | Heip | About

» If you forgot your password for an established NSF account,
click here to retrieve it. Note that your email address can only be

associated with one NSF account.

» If you do have an existing NSF account and you know your
password, you can edit your account profile information by
selecting the “My Profile” option located on the top right of
Research.gov homepage. Click here for detailed informationon |~

“My Profile” functions.

+ If you do not have an existing NSF account, proceed to Step 2.

Step 2: Access the Account Registration page

* Open Research.gov

+ Click “Register” located at the top of the screen. (Figure 1)

Step 3: Create a new NSF account

* Input the requested account registration information (Figure 2)

Figure 1

Account Registration

@ NSF Proposal & Award Policies & Procedus
Eorgott ook Ug your NSF 102

s Guite (PAPPG) specifies hat each indivic

ual user of NSF systems shioukd not have more than one NSF 1D (Chapter | G.4, NSF ID)

* Required Fialds

Alternate Name(s) Hicaisne, msden name, &

* Primary Email ©

Secondary Email

ORCIDD @ 16.agils lo. 1234-1234-1734-1234

Fim not a robt

Middle Hame

*Last Hame Sufix

* Confirm Primary Emall

Cenfirm Secondary Email

Phone Number

Important Note: Your primary email address will be used for NSF
account notifications including password resets. Please make sure

you have ongoing access to this email account (e.g., Google
email). It is critical that you have continued access to this email
account, even if you were to ever change organizations.

* Check the boxes to confirm you are not a robot and that you are

at least 13 years of age. (Figure 2)

* Click “Save & Preview.” (Figure 2)

» Verify that your account registration information is correct on the
Preview Account Registration screen and then click “Submit.”

(Figure 3)

* You will receive an Account Registration Confirmation on the

screen. (Figure 4)

*  Check the primary email account that you just used for two

Figure 2

messages: one containing your new NSF ID and another

containing your temporary password.

* Click “Sign In” on Research.gov and enter your new NSF ID

and temporary password. (Figure 1)

Preview Account Registration
Review your information for accuracy

Prefix:

First Name: qwer
Middle Name:

Last Name: qwer
Suffix:

Alternate Name(s):
Primary Email: qur@qwer com
Secondary Email:

ORCID iD:

Phone Number:

Submit | Edit

Figure 3

Account Registration Confirmation

* Follow the instructions to change your temporary password. T pp—

* You have successfully registered for a new NSF account!

Step 4: Add a New Role

e account s required 1o sign In. To activate your aceount. please 9o 1o your emal in compiete the

registration pracess and obtain your lemporary password.

* Now that you have an NSF account, you can add roles to your
account profile. Click here for detailed instructions.

Figure 4


https://fastlane.nsf.gov/researchadmin/nsfIdLookupRead.do
https://identity.research.gov/sso/ui/NSFPWResetUserValidation?org=/research
https://www.research.gov/
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Working at Multiple Organizations or Moving to

Another Organization

It is National Science Foundation (NSF) policy that only one NSF account is allowed per user. If you already have an NSF
account, you should NOT register for a new NSF account if you are working at multiple organizations, moving to another
organization, or working as an Unaffiliated Principal Investigator (PI). Instead, you can add roles to your existing NSF account.

You do NOT need a separate NSF account for each
organization you are affiliated with or a new NSF account
when moving to a new organization or working as an
Unaffiliated PI

You can have multiple organizations associated with your NSF
account, and you can add new roles from different organizations
to your existing NSF account.

* For more information about adding a role from a new
organization or adding the Unaffiliated Principal
Investigator role, click here.

If you are associated with multiple organizations, be sure to
update your designated Primary Organization on the “View My
Roles” page. For more information on changing your Primary
Organization, click here.

If you are leaving an organization, make sure the primary email
address on your NSF account profile is set to an email address
you will continue to have access to after your departure (e.g.,
Google email address). For more information on editing your
NSF account profile, click here.

Adding a Pl role at a new organization to your existing
NSF account

Click “Sign In” located at the top right of Research.gov page.
Enter your NSF ID and password and click “Sign In.”

Click “My Profile” located at the top right of the screen.

Click “Add New Role” from the left navigation bar.

To request the Investigator role, click the blue “Add
Investigator or Authorized User Role” button located in the
“Prepare Proposals and Manage Awards” box and a five-step
role request wizard will display. (Figure 1)

Select “Yes, prepare and manage proposals with an
organization” and click “Submit.” (Figure 2)

Step 1: Find Organization

Enter the organization’s DUNS number and click “Search”
(Figure 3). If you already have an organization-approved role at
NSF you may select the DUNS number associated with your
existing organization from the dropdown menu.

Verify the correct organization is displayed and click “Next.”

Note: For more information about DUNS numbers, please
click here or contact your Sponsored Projects Office (SPO).

Add a New Role

For NSF ID 00008486

For help and more information go to the A

Select one to work on proposal and award activities.

Prepare Proposals and Manage
Awards

Principal Investigator (P1) / co-Principal Investigator (co-P),
Postdoctoral Fellowship Investigator, Other Authorized User

(OAU)

Add Investigator or Authorized User Role

O Plico-P! and OAU role details
Manage Financials in Award Cash
Management Service (ACMS)

Awardee Preparer, Awardee Certifier, Awardee Financial
Representative

Account Manage

Add and Manage Organizations

(Admin), O
Representative (AOR), Sponsored Projects Officer (SPO),
View Only User

Add Organizational Role

© Organizational role details

Register as a Graduate Research
Fellowship Program (GRFP) Official

Coordinating Official (CO), Altenate Coordinating Official
(Al CO), Financial Official (FO)

O Financial role details © GRFP role details
Figure 1
Prepare Proposals *

Would you like to perform these actions as a part of an organization?

Yes, prepare and manage proposals within an organization as an Invesugatorl

Yes, prepare and manage proposals within an organization as an Other Authorized
User

No, prepare and manage proposals independently (e.g. unaffiliated or post-doctoral
fellowship)

Submit Cancel

Figure 2

Add a New Role to Add and Manage Organizations

2. Add Information 3. Choose Role(s) 1. Review 5. Confirmation

Find Organization
Entar DUNS number @ 'Whst s a DUNS nusber? @ How can | fnd my DUNS

ation and DUNS number list

Figure 3


https://www.research.gov/
https://www.sam.gov/
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Working at Multiple Organizations or Moving to
Another Organization (continued)

Step 2: Add Information

+ Complete the required fields denoted by a red asterisk (*)
and click “Next.” (Figure 4)

Step 3: Choose Role(s)

+ The “Principal Investigator” role is pre-selected. Click “Next.”
(Figure 5)

Step 4: Review

* Review your information for accuracy and click “Next” (Figure 6)

Step 5: Confirmation

* Your role request is sent to the listed Organizational Contacts for
review and approval (Figure 7)

* You have successfully submitted a role request!

e

Ly
e

Helpful Tips

*  Your primary email address is used for notifications about
your NSF account such as password resets.

*  Your work email address is associated with all your roles
at a particular organization. It is used for role request and
approval notifications as well as for proposal and award
related notifications.

* The Degree Information section will be prepopulated if
you already have a Principal Investigator (PI) role at
another organization. If you update this section, the
change will be reflected in your Pl role at all
organizations.

* By default, the latest PI role will be set to primary.

Add a New Role to Prepare Proposals and Manage Awards
1. Find Organization v 4 Revk c
¥ jon
Th 1 be used for o
Your Contact Details
* Work Phone Number " Work Email 0
et -

Your Degree Information

Degrea Typs Degres Year

Mastor ofInformaton Syster v |20 -
Your Work Address
* Countey

Seloct One -
* Stroet Addrsss Stroet Address (Line 2) Departmeat Name

city - Stste * Postal Code

Selsct
==

Figure 4
Add a New Role to Prepare Proposals and Manage Awards
1 Fid Organizaton v 2 Ada information 5. Conamation
Choose Role(s)
DU 55 Your s4Hectid OGAMEaIon, YoU Wl b6 negisienss 1T e FoRowIng Fole: & Wealsis ol
B Prncipat iwestgator
-
Figure 5

Add a New Role to Prepare Proposals and Manage Awards

S

1. Find Organization v 2. Add information v 3. Choase Role(s) »

Name: IDAHO FRESH COOPERATIVE WG
estigator / co-Principal lmestigator

Your Contact Details
Work Phone Numbar: 6765765735
Work Email: UP|_RRW_emai@email com

Your Degree Information
Degree Type: Bachsiar of Agiculture
Degree Year: 2015

Your Work Address
Country: Aruba

Strout Address: 1

Street Address (Line 2): 2
Dopartment Hame: 3
City: 4

Postal Code; 55555

Figure 6

Add a New Role to Prepare Proposals and Manage Awards

1. Find Organization + 2. Add infarmation + 3. Choose Role(s) 4. Reniew v

© Success - your request has been forwarded to the organization contact(s) below. Chack the status of this request on the View My Roles
page.

Organization Contacifs)

¢ Organization Contact Type

RichardName TesterName Adminissator

LORAINE DRISCOLL SAM POC
RDALE PRICE SAM POC
DICK WATT SAM POC

Figure 7
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Navigating the Account Management Links

The Account Management system includes pages for Administrators to manage user and organization information and pages
for users to self-manage their roles and profile information. Access these pages and the updated functionality by signing in to
Research.gov and clicking on the “My Profile” link in the top right.

Access the left navigation bar in Account Management _Research.cov o
> Open Researchqov o FOR THE NSF COMMUNITY
* Click “Sign In” located at the top right of the screen. (Figure 1) Figure 1

»  Enter your NSF ID and password and click “Sign In.” (Figure 2)

» Click on “My Profile” located at the top right of the screen.
(Figure 3)

Figure 2

Research.GOV Welcome Claude Elton | Logout (Home) Contact | Help | About

- ONLINE GRANTS MANAGEMENT
FOR THE NSF COMMUNITY

Figure 3

Where do the left navigation bar links take me?

Account Management Link Functionality

My Profile / View/Edit My View and edit your profile information

Profile

View My Roles View pending and active roles, and edit organizational contact information
Add a New Role Request a new role from an organization such as a Principal Investigator role.
View My Users You will only see this link if you’re an Administrator of an organization.

Approve and disapprove role requests, add and remove user roles, add and remove users
from your organization, and invite users to create an NSF account so they can join your
organization

About Account Management  Access job aids, instructional videos, and FAQs to guide you through the new Account
Management functionality

Proposals, Awards, & Status  Access the FastLane Proposals, Awards, & Status page. This page will open in a new tab.

Research Administration Access the FastLane Research Administration page. This page will open in a new tab.


https://www.research.gov/
https://www.research.gov/
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Account View and Edit My NSF Account Profile

Information

Once you have a National Science Foundation (NSF) account, you can view and edit your account profile information at any
time on your own via the View/Edit My Profile page. Follow the step-by-step instructions below to update your account
information including contact information, ORCID iD, and account password.

Step 1: Access the View/Edit My Profile page

Step 2: Edit your NSF account profile information or =3
ORCID D e,

L Poe- S
Open Research.gov FOR THE NSF COMMUNITY
Click “Sign In” located at the top right of the screen. (Figure 1) Figure 1
Enter your NSF ID and password and click “Sign In.” (Figure 2)
Click “My Profile” from the top right of the screen. (Figure 3) Qﬂjﬁf;f;’;:iﬂl_::"W T

Click “View/Edit My Profile” located on the left navigation bar.
(Figure 4)

Click “Edit” at the bottom of the page. (Figure 5) s
igure

Enter your updated information and click “Save.” (Figure 6)

Important Note: If you change your primary email address (i.e.,

the email address used to create your NSF account), NSF will Reseérckh‘covi . Q;.w;mc.,udegm"|Logou'(uome,commmemmm
send you a verification email. You must verify the updated ONLINE GRANTS MANAGEMENT
email address within four hours or your account email address

FOR THE NSF COMMUNITY

will revert back to your last verified email address. Figure 3

& Hide M My Profile My Profile
ide Menu  acapsati

My Profile

.......

View/Edit Profile

My Roles - ' o
View My Roles
Add a New Role . [semos

Quick Links

About Account Management

F Proposals, Awards & Status

F Research Administration

Figure 4 Figure 4 Figure 5

[]
LN
-

Wiy

Helpful Tip

To ensure compliance with NSF’s policy of allowing only one
NSF account per user, you will not be able to save any email
addresses to your account profile that are associated with
another NSF account.



https://www.research.gov/

Account

View and Edit My NSF Account Profile

Information (continued)

What do | do if | accidentally delete the verification email
sent by NSF?

Select the “View/Edit My Profile” option. (Refer to Step 1 on
the previous page)

Click “Pending Your Verification” located to the right of the
primary email address. (Figure 6)

Select “Click here to Resend the verification link email.”
(Figure 7)

A new verification email will be sent to your pending primary
email address (i.e., the updated email address entered in Step 2
on the previous page).

Important Note: NSF will send you a verification email. You
must verify the updated email address within four hours or your
account email address will revert back to your last verified
email address.

If the four hours have passed, the resend verification email
option will not be available and you will need to restart the
process by updating your email address again. (Refer to Step 2
on the previous page)

How do | change my password?

Select the “View/Edit My Profile” option (Refer to Step 1 on the
previous page)

Click “Change Password” located on the right side of the
screen. (Figure 7)

Update your password and click “Change Password.”
(Figure 8)

Once your password is successfully changed, you will receive a
password change notification on the screen. (Figure 9)

You have successfully changed your password!

Click “Continue to Research.gov” to keep working. (Figure 9)

Figure 6 Figure 7

Change Password

For Research.gov and FastLane

€) Enter your temporary password as received to change your password
Enter your current password and then creale a new password.

NSFID

Current Password Your password needs to:

© Have at least 8, but no more than 20 characters

New Password @ Avoid using spaces

© Meet 3 of the 4 rules
Al least one lowercase letter
At least one capital letter
Al least one number

Confirm Password

At least one of the permitted special characters # & % 1 @ ()

Note: you cannot re-use your last 6 passwords

Figure 8

e

-
-

Helpful Tip

Passwords are valid for 365 days before required renewal.

Change Password

For Research.gov and FastLane
@ Success - Password Changed

‘Your password has been successfully changed in Research gov and FastLane

In the future, if you need to change your password, click the "My Profile” link on the top right of the page and select "Change Password”

oo

Note: Most FastLane functions can be reached directly from Research.gov, without the need to sign in again

Figure 9
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Account Register a New Organization

Organizations must be registered with the National Science Foundation (NSF) to submit proposals using NSF’s systems.
Before a new organization can register with NSF, it must first be registered in the System for Award Management (SAM -
https://www.sam.gov) and have a DUNS number. Note that completion of the SAM registration process may take up to two
weeks.

Follow the step-by-step process below to register a new organization with NSF.

How do | register a new organization with NSF? Add a New Role

For NSF ID 00008486

* Open Research.gov
» Click “Sign In” located at the top right of the screen.

Add a New Role page Here you can

»  Enter your NSF ID and password and click “Sign In.” ot et rd il o s A o

* Click “My Profile” located at the tOp I’Ight of the screen. Select one to work on proposal and award activities.

* Click “Add New Role” from the left naVigation bar. Prepare Proposals and Manage Add and Manage Organizations
Awards

» Click “Add Organizational Role” located in the “Add and

Principal Investigator (P1) / co-Principal Investigator (co-P) (Admin), o

Manage Organizations” box. (Figure 1). Postdoctoral Felowship Other User BoR) Projects Oficer (SPO)
(OAU) View Only User
+ Note: If an organization is new to NSF, you must start
the process by setting yourself up as the Administrator @ P wd Al daane © Drostkationt e dxueé
for the new organization. You must have an NSF
i i Manage Financials in Award Cash Register as a Graduate Research
account _to start th|S proceSS. The SyStem WI" Management Service (ACMS$) Fellowship Program (GRFP) Official
automatically detect that the organization is new and
W|" Walk yOU th rough settlng up the 0rgan|zat|0n and Awardee Preparer, A;::::;;r:z:r Awardee Financial Cooldlr\abnglz:ﬂcclacl):C:’:a:ll;ng:c(ll;?:g:anng Official
Administrator role.
»  Enter your organization’s DUNS number and click “Search.” If © Financial ok deats 0 GRFP rle ot
your organization is not already registered with NSF, a
message will display to confirm that the organization is not Figure 4

found in NSF systems and you will be able to register the
organization and become the first Administrator. (Figure 2)

Add a New Role to Add and Manage Organizations

2. Add Information 3. Choose Role(s) 4 Revow 5. Confirmation

» If you need help registering in the System for Award

Management (SAM), go tO :I':;;g’a:;:‘{::’l{;{e??g\:fl:d’::fg::a.‘r:za:1\ not register: ‘ou will be required to register as an Administrator on Step 3. F you belisve your organization is “
https://www.sam.gov/sam/transcript/Quick Guide for o O
N N ind Organization
Grants_Registrations.pdf. Ent UNS b 0414005 s @ o0 0
* Note that completion of the SAM registration process
may take up to two weeks. o o ot S o
Select  DUNS Mumber  Organization Organization Comactfs) Registered with NSF o
- 079724686 PEREZ, EDUARDO A EDUARDO APEREZ  See all (1) | No
Figure 2
e’

Helpful Tip

If a new organization is registered with NSF without
an Administrator, the first user to request a role will
become the organization’s first Administrator.



https://www.sam.gov/
https://www.research.gov/
https://www.sam.gov/sam/transcript/Quick_Guide_for_Grants_Registrations.pdf
https://www.sam.gov/sam/transcript/Quick_Guide_for_Grants_Registrations.pdf

Account Register a New Organization (continued)

How do | register anew Organization W|th NSF? Add a New Role to Add and Manage Organizations

Tz o . Contrmain

1. Find Organization v

» Enter your contact information for the Administrator role, add

your organization’s information, and then click “Next.” A4d Information
(Flg u re 3) The contact information will be usad for all communications when performing in approved roles for this organization
* Notice the “Administrator” role is pre-selected. Click “Next.” Your Gontact etais

* Work Phone. * Work Email @

(Figure 4) et O 5

* Review your organization’s information for accuracy and click Organization Detas

" H ” H
Submit.” (Figure 5) S -

* Organization Phone Number Organization Fax Humber * Organization Email

» The request to register your organization with NSF will be
forwarded via email to your organization’s SAM points of
contact for their information only. The SAM points of contact will @
not need to approve the request. (Figure 6)

Figure 3

Add a New Role to Add and Manage Organizations

PS— 2 At iomaton v m 4 rovw Pp—

Due to your selected you will for

v ¥ * | Helpful Tip Frjed
Once an organization is registered with NSF, any updates to Add a New Role to Add and Manage Organizations
organizational information must be made by an organizational D R T @40 =
Administrator in the FastLane Research Administration
module. Review

‘Your Contact Details

Work Phone Number: 1111111111

Organization Detalls

Organization Snort Hame: 123
Organization Type: Work Through 12th Grade (Public. State)
Time Zone: Amesica/Phoenix (GMT-7-00)

Organization Phone Number, 1231231231
Organization Fax Number:

Organization Email 23@123.com

Figure 5

Add a New Role to Add and Manage Organizations

1. Find Organization v 2. Add intormation v 3. Choose Role(s) v 4 Review v

| © Success - your request has been forwarded to the pointis) of contact below. Check the status of this request on the View My Roles page.

shows | w
Point(s) of Contact ¢ PoC ype
STEPHEN DAVING SAM POC
CORIE DAVINO SAM POC

Figure 6
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X Account

A

Add a New Role

To work on proposal and award activities on National Science Foundation (NSF) systems, a user must have an organization-
approved role at an organization registered with NSF. To request a role from your organization, you must sign in to
Research.gov and select the “My Profile” link located on the top right of the screen. Select the “Add a New Role” option from
the left navigation bar. After requesting a role, your organization’s Administrator will receive the request electronically to

approve or disapprove it.

Add a New Role

For NSF ID 00008486

Awards

© Weicome 10 the Add a New Role page. Here you can

Prepare Proposals and Manage

Postdoctoral vship Invest Other
(OAU)

Management Service (ACM$)

Representative

Add Financial Role

© Financial role detalls

Add Investigator or Authorized User Role
Plico-P1 and OAU role details

Manage Financials in Award Cash

Awardee Preparer, Awardee Certifier, Awardee Financial

Principal Investigator (P1) / co-Principal Investigator (co-P1)
ed User

About Account Management page

Select one to work on proposal and award activities.

Add and Manage Organizations

Administrator (Admin), Authorized Organizational
Representative (AOR), Sponsored Projects Officer (SPO),
View Only User

‘Add Organizational Role

© Organizational role details
Register as a Graduate Research
Fellowship Program (GRFP) Official

Coordinating Official (CO), Altemate Coordinating Official
(AlL CO), Financial Official (FO)

Add GRFP Official Role

© GRFP role detalls

Figure 1

Figure 1 shows the four role categories: Investigator, Organizational, Financial, and GRFP Official. Users should click the
appropriate dark blue Add Role button (e.g., Add Investigator or Authorized User Role to request a PI role) to request the
specified role and to proceed with the five-step role wizard. Note that beneath each dark blue Add Role button, there is an
information link (e.g., Pl/co-Pl and OAU role details) which provides additional information about the specific role. The table

below outlines the role request options grouped by category.

If you need this role(s) To perform these functions Select this “Add Role”
Button

+ Principal Investigator (PI)
+ Co-Principal Investigator (co-Pl)
+ Unaffiliated Fellowship Principal Investigator

* Administrator

» Sponsored Projects Officer (SPO)

» Authorized Organization Representative (AOR)
* View Only

* Awardee Preparer
» Awardee Certifier
* Awardee Financial Representative

+ Graduate Research Fellowship Program (GRFP)
Coordinating Official (CO)

* GRFP Alternate Coordinating Official (Alt. CO)

* GRFP Financial Official (FO)

+ Other Authorized User (OAU)

Prepare proposals
Manage awards

Add a new organization
Approve/disapprove roles
Assign user roles
Add/remove users

Prepare and manage
financials in Award Cash
Management Service
(ACMS$)

Manage GRFP functions

Assist a Pl with proposal
preparation

Add Investigator or Authorized
User Role

Add Organizational Role

Add Financial Role

Add GRFP Official Role

Add Investigator or Authorized
User Role


https://www.research.gov/

Add a New Role (continued)

Role Request Wizard Steps

No matter the role you choose to add, the same five-step process is followed.

Step 1: Find Organization

»  Enter your organization’s DUNS number and click “Search”
(Figure 2). If you already have an organization-approved role at
NSF, you can use the dropdown menu to select the DUNS
number associated with your NSF-registered organization.

»  Verify the correct organization is displayed in the results section
and click “Next.” (Figure 2)

Note: For more information about DUNS numbers, please
click here or contact your Sponsored Projects Office (SPO).

» If your organization is not registered in the System for Award
Management (SAM) go to https://www.sam.gov. Note that
completion of the SAM registration process may take up to two
weeks.

Step 2: Add Information

*  Enter your work phone number. Use the dropdown menu to
select a current work email address or add a new work email
address. Then click “Next.” (Figure 3)

Note: If you are requesting a Principal Investigator role, you
will need to enter additional data. Please see the following
job aids for detailed instructions: Add a New Role — Principal

Add a New Role to Add and Manage Organizations

2. Add Infarmation 3. Choase Roles)

Find Organization
Entor DUNS number @ \ihsi i s DUNS rusber? @ How csn | i my DUNS rsmber”

orR

Select from your Organization and DUNS numbaer list

[

Figure 2

Investigator and Add a New Role — Unaffiliated Principal
Investigator.

Add a New Role to Add and Manage Organizations

1. Find Organization v

Add Information

The contact information will be used for all comemunicatiens when perfarming in approved roles for this crganization

* Work Email @

Select One -

30)= | Helpful Tips

work email address.

change organizations.

Each NSF account requires a primary email address and a

* Your primary email address is used for important
notifications about your NSF account such as password
resets. It is critical that you have continued access to this
email account (e.g., Google email address), even if you

*  Your work email address is associated with all your roles
at a particular organization. This email address is used
for role request and approval notifications as well as for
proposal and award related notifications.

Figure 3



https://www.sam.gov/
https://www.sam.gov/

Account Add a New Role (continued)

Step 3 Ch oose RO I e(s) Add a New Role to Add and Manage Organizations
+ Select a role(s) and click “Next.” (Figure 4)
Note: Depending on the selected role, please be aware that o e s e

some corresponding roles will also be automatically added. ~ |oreevese
For example, if you select the Administrator role, the 2 ot rcs O 590 et Popssy
Sponsored Projects Officer role and the View Only role will

automatically be added to your profile.

Figure 4

Step 4 REVI ew Add a New Role to Add and Manage Organizations
« Review your information for accuracy and click “Next.” (Figure5) |~~~
Review
Organization Name:  Massachusetts Insitute of Technalogy
Role{s): Sponsored Projects Oficer, View Only
Work Email: CE2@CEN96.com

Work Phone Number: 3453453455

Frevious

Figure 5

Step 5: Confirmation

Add a New Role to Add and Manage Organizations

* Your role request(s) are sent to the Administrators that are in the | o
Organization Contacts list for review and approval (Figure 6).

3. Choose Ralefs) ¥ 4. Reniw v

© Success - your request has been forwarded 1o the organization contact(s) below. Check the status of this request on the View My Roles
page.

* You have successfully submitted your role request(s)!

Shows | w

shawing150t20 « <Prev [l 2 3 4 nests »

Organization Contactfs)

lan Casiolo Administrator
Michalle Christy Administrator
Test Sarta Test Damarsju Administrator
Joa dior Administrator
Corolyn Gaodwn Administrator

shawing150t20 « <Prev [l 2 3 4 newts »
—

Figure 6

:0): | Helpful Tips

An email will be sent to the work email address you used to
request a role on whether or not your role is approved or
disapproved by your organization. You may reach out to the
Administrator listed as one of the organization contacts,
located on View My Roles page, to follow-up on your role
request.
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Account

Add a New Role - Principal Investigator Pl/Co-PI

To work on proposal and award-related activities on National Science Foundation (NSF) systems, a Principal Investigator (PI)/
co-Principal Investigator (co-PI) must have the Investigator role at an organization. After requesting a role, your organization’s
Administrator will receive the request electronically to approve or disapprove it. To request a role, you need to sign in to
Research.gov and select the “My Profile” link located on the top right of the screen. Select the “Add a New Role” option from
the left navigation bar.

Access the Add New a Role page

» Torequest the Investigator role, click the blue “Add
Investigator or Authorized User Role” button located in the
“Prepare Proposals and Manage Awards” box and a five-step
role request wizard will display. (Figure 1)

Select “Yes, prepare and manage proposals with an
organization” and click “Submit.” (Figure 2)

Add a New Role

For NSFID 00008486

out @ role category by clicking on the

For help and more information go to the About Account IManagement page

Select one to work on proposal and award activities.

Prepare Proposals and Manage

etails ink below each button

Add and Manage Organizations

Awards
Principal Investigator (P1) / co-Principal Investigator (co-P1), (Admin), o
Postdoctoral p Other User (AOR), Projects Officer (SPO),
(OAU) View Only User
Add Investigator or Authornzed User Role ‘Add Organizational Role

© Plico-Pl and OAU role details

Manage Financials in Award Cash
Management Service (ACMS)

Awardee Preparer, Awardee Certifier, Awardee Financial
Representative

Add Financial Role

© Financial role details

© Organizational role details

Register as a Graduate Research
Fellowship Program (GRFP) Official

Coordinating Official (CO). Altemate Coordinating Official
(AL CO). Financial Official (FO)

Add GRFP Official Role

O GRFP role detalls

Five-Step Role Wizard
Step 1: Find Organization

» Enter the organization’s DUNS number and click “Search”
(Figure 3). If you already have an organization-approved role at
NSF you may select the DUNS number associated with your
existing organization from the dropdown menu.

» Verify the correct organization is displayed in the results section
and click “Next.”

Note: For more information about DUNS numbers please
click here or contact your Sponsored Projects Office (SPO).

Figure 1

Prepare Proposals X

Would you like to perform these actions as a part of an organization?

Yes, prepare and manage proposals within an organization as an Investigator I

Yes, prepare and manage proposals within an organization as an Other Authorized
User

No, prepare and manage proposals independently (e.g. unaffiliated or post-doctoral

fellowship)
cancel

Figure 2
Add a New Role to Add and Manage Organizations
2 At wmton 1 Chaase Rl i R & Conterntin
Find Organization
Entar DUNS number @ W1t 8 DUVS rusber? @ om o | fnd 3 DUNS -
oR
Salect rom your Qrganization and DUNS number list
Salact One -
Freous Next
Figure 3
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Account

(continued)

Add a New Role - Principal Investigator PIl/Co-PI

Step 2: Add Information

+ Complete the required fields denoted by a red asterisk (*)
and click “Next.” (Figure 4)

Step 3: Choose Role(s)

+ The “Principal Investigator” role is pre-selected. Click “Next.”
(Figure 5)

Step 4: Review

* Review your information for accuracy and click “Next” (Figure 6)

Step 5: Confirmation

* Your role request is sent to the listed Organization Contacts for
review and approval (Figure 7)

* You have successfully submitted a role request!

Add a New Role to Prepare Proposals and Manage Awards

1. Find Organization v 3 Choase Rolels) 4 Revew 5 Confimation
Add Information
The cantact informaion wil be used for ol communications when performing in appraved roes for this organization
Your Contact Details
* Work Phone Number * Work Emsil 0
! -
Your Degree Information
Degres Type Degree Year
Mastor of Information Syster - 2008 -
Your Work Address
* Con
Sel -
- Streot Address Strvet Address (Line 2) Department Name
“Ciy " Suate * Postal Code
Select State

= - |

Figure 4

Add a New Role to Prepare Proposals and Manage Awards

1. Find Organizabon 2 Add Information ¥

Choose Role(s)

Due to your selected organizatian, you will be registered for the following role: & Wi s iis rols’

A Prncipal ivestigator

Figure 5

Helpful Tips

* Your primary email address is used for notifications about
your NSF account such as password resets.

* Your work email address is associated with all your roles
at a particular organization. It is used for role request and
approval notifications as well as for proposal and award
related notifications.

* The Degree Information section will be prepopulated if
you already have a Principal Investigator (PI) role at
another organization. If you update this section, the
change will be reflected in your Pl role at all
organizations.

» By default, the latest PI role will be set to primary.

Add a New Role to Prepare Proposals and Manage Awards

B

1. Find Organization v 2 Add information « 3. Choase Role(s) ¥

Review
Organization Name: IDAHO FRESH COOPERATIVE INC
Role: Principal Investigator / co-Principsl Investigator

‘Your Contact Details.

Work Phone Number: 675706706
Work Email: UP|_RRW_emai@email com

Your Degree Information
Degree Type: Bachsior of Agricuture
Degree Year: 2015

Your Work Address
Country: Aruba

Stroot Address: 1

Street Address (Line 2): 2
Dopartment Hame: 3
City: &

Postal Code: 55565

Figure 6

Add a New Role to Prepare Proposals and Manage Awards

1. Find Organization + 2. Add infarmation + 3. Choose Role(s) 4. Reniew v

© Success - Your request has been forwarded 1a the GrGanization CoNtact(s) below. Check the status of this request on the View My Roles
page.

¢ Organization Contact Type

Organization Contacifs)

RichardName TesterName Adminissator

LORAINE DRISCOLL SAM POC
RDALE PRICE SAM POC
DICK WATT SAM POC

Figure 7
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Add a New Role -

Unaffiliated / Postdoctoral

Fellowship Principal Investigator

To work on proposal and award-related activities on National Science Foundation (NSF) systems, you must have an
Investigator role even if you are working independently and are not affiliated with an organization. To request an Investigator
role, you need to sign in to Research.gov and select the “My Profile” link located on the top right of the screen. Then select the
“Add a New Role” option from the left navigation bar.

Access the Add a New Role page

To request the Investigator role, click the blue “Add
Investigator or Authorized User Role” button located in the
“Prepare Proposals and Manage Awards” box and a three-step
process will display. (Figure 1)

Select “No, prepare and manage proposals independently
(e.g. Unaffiliated or post-doctoral fellowship)” and click
“Submit.” (Figure 2)

Three-Step Role Wizard
Step 1: Add Information

Input data into all required fields that have a red asterisk (*) and
click “Next.” (Figure 3)

Ly
e

Helpful Tips

» The second option in the “Prepare Proposals and Manage

Awards” modal box (Figure 2) is disabled if you already
have an Unaffiliated PI role. To view your current
Unaffiliated PI role information, click on “View My Roles”
and refer to the Active Roles table.

* Your work email address is associated with all your roles

at a particular organization. It is used for role request and
approval notifications as well as for proposal and award
related notifications.

* The Degree Information section will be prepopulated if

you already have a Principal Investigator (PI) role at any
other organization. If you update this section, the change
will be reflected in your PI role at all organizations.

« By default, the latest PI role will be set to primary.

Add a New Role

For NSFID 00008486

For help and more information go to the About Account Management page

Select one to work on proposal and award activities.

Prepare Proposals and Manage
Awards

Add and Manage Organizations

Principal Investigator (P1) / co-Principal Investigator (co-P1), (Admin), o
Postdoctoral Fellowship Investigator, Other Authorized User Representative (AOR), Sponsored Projects Officer (SPO),
(OAU) View Only User

Add Organizational Role

© Organizational role details

Add Investigator or Authorized User Role

© Plico-Pl and OAU role details

Manage Financials in Award Cash
Management Service (ACMS)

Register as a Graduate Research
Fellowship Program (GRFP) Official

Awardee Preparer, Awardee Certifier, Awardee Financial
Representative

Coordinating Official (CO). Altemate Coordinating Official
(AL CO). Financial Official (FO)

O Financial role details © GRFP role details
Figure 1
Prepare Proposals x

Would you like to perform these actions as a part of an organization?

Yes, prepare and manage proposals within an organization as an Investigator

Yes, prepare and manage proposals within an organization as an Other Authorized
User

No, prepare and manage proposals independently (e.g. unaffiliated or post-doctoral

fellowship)
m

Figure 2

Unaffiliated PI

* Required

Your Contact Detalls
* Work Phone Number * Wark Email 0

Select One. -

Your Degree Information
* Degree Type * Degree Year
seiect One - Select Year| W
‘Your Work Address
* Country * Time Zone ©

Select One - Selectone ¥

* street Address Street Address (Line 2)

- Gity * state “ Postal Gode

Select State -

—

Figure 3
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%= Account Add a New Role — Unaffiliated / Postdoctoral

Fellowship Principal Investigator (continued)

Step 2: Review

* Review your information for accuracy and click “Submit.”
(Figure 4)

Step 3: Confirmation

* You have successfully added the Unaffiliated Principal
Investigator role! (Figure 5)

Unaffiliated PI

=

Figure 4

Unaffiliated PI

© Success! You may now independently prepare proposals or submit post-doctoral fellowship proposals.

Figure 5
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Account View My Roles - Requested Role(s)

The View My Roles page shows the roles you have requested that are pending approval or disapproval from your organization’s
Administrator as well as your existing approved roles. You may view Organization Contact(s) and edit your organization contact
information by following the step-by-step process below.

Access the View My Roles page Lo o

* Open Research.gov Requested Role(s)

Organization Name

» Click “Sign In” located at the top right of the screen. — : _
H University ef Washington T89-T89-T897 Claude7575@1.com Edit Your Contact Info
See Org Confact(s)

» Enter your NSF ID and password and click “Sign In.”

Role(s) 4 Date Added

. 1 13 H ” 1

Click “My Profile” located at the top right of the screen. Ssoneored Proects Offcer 590 S
* Click “View My Roles” from the left navigation bar. Figure 1
How do | change my organization contact information for
a non-Principal Investigator role? Eat *
* Locate the organization and click “Edit Your Contact Info” in o o o e

the “Action” column located on the right side of Requested Role * Required

table (Figure 1) *Work Phone Humber *Work Email @
» Users who have non-Principal Investigator roles will see the 8568585853 daude1@claudeit.com | ¥

screen depicted in Figure 2 and can edit their work phone

number and work email address. Then click “Save.” (Figure 2) u

Cancel

Figure 2

Helpful Tips

* The Requested Role(s) table depicted in Figure 1 can be
filtered, sorted, and expanded:

»  Filter on any information contained in the table by
typing into the Filter Results box in the upper left
corner.

+ Sort data in ascending or descending order by clicking
the arrows located next to the column names.

+ Expand and collapse the organization name to display
and hide roles.

* Each NSF account requires a primary email address and a
work email address. (Figures 2 and 3)

*  Your primary email address is used for important
notifications about your NSF account such as password
resets. It is critical that you have continued access to
this email account (e.g., Google email address), even if
you change organizations.

*  Your work email address is associated with all your
roles at a particular organization. This email address

is used for role request and approval notifications as
well as for proposal and award related notifications.
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Account View My Roles - Requested Role(s) (continued)

How do | change my organization contact information for [eat x
a Principal Investigator role?

Your contact information for University of Washington
Account information is located on My Profile

* Locate the organization and click “Edit Your Contact Info” in

the “Action” column located on the right side of Requested Role Your Contact Details
table (Figure 1 on previous page) *Work Phone Number “ Work Email 0
- . . . . 7039840341 test_user2@tester. com -
» Users who have an affiliated Principal Investigator role will see
the screen depicted in Figure 3 and can edit their contact details, Your Degree Information
degree information, and work address. Then click “Save.” * Degree Type * Degree Year
Master of Information Systems v 2008 v

Who do | contact at my organization for role request T kA
questions? United States =
* Locate the organization and click “See Org Contact(s)” in the " Street Address Strest Address (Line 2)

“Action” column located on the right side of Requested Role 1Tt ne2

table. (Figure 1 on previous page) Department Name
* The Organization Contacts modal box will appear. (Figure 4)

* City * State * Postal Code
herndon Virginia - 20171
Figure 3
g Organization Contact(s) x

L)
i

Helpful Tips

Show 5 hd

showing 1-5 of 34 € <PrEv2 3 4 5 Next> »

* Each NSF account requires a primary email address and a

work email adcress. (Figure 2 on previous page & Figure 3)
* Your primary email address is used for important pebre Calaway Adminsirator
notifications about your NSF account such as Jasmine Gampoel Adminsirator
password resets. It is critical that you have continued Lisa Gantore Adminisirator
access to this e_mall account (e.g., (_Boo_gle email ety chol acminsirator
address), even if you change organizations.
Autumn Eck Administrator

* Your work email address is associated with all your
roles at a particular organization. This email

showing 1-5 of 34 € <F‘rEv2 3 4 5 Next> »
—

address is used for role request and approval Figure 4
notifications as well as for proposal and award
related notifications.




A Account

View My Roles — Active Role(s)




Account View My Roles — Active Role(s)

The View My Roles page shows the roles you have requested that are pending approval or disapproval from your organization’s
Administrator as well as your existing approved roles. You may view Organization Contact(s) and edit your organization contact
information by following the step-by-step process below. You may set your Primary Organization designation if you have a
Principal Investigator role at an organization or you are a Unaffiliated Principal Investigator.

Access the View My Roles page

* Open Research.gov
+ Click “Sign In” located at the top right of the screen.

Active Role(s)

E Elton, Claude 234-242-5555 Claude7575@1.com
(Pl Primary Organization)

Edit Your Contact Info
See Org Contaci(s

Role(s) + Date Added 3

+ Enter your NSF ID and password and click “Sign In.”
+ Click “My Profile” located at the top right of the screen.

Unaffiliated Principal Investigator 01/22/2018 Primary Organization €

* Click “View My Roles” from the left navigation bar. e
igure

How do | change my organization contact information for

. . . x
anon-Principal Investigator role? e
+ Locate the organization and click “Edit Your Contact Info” in et A icrmaon & e o 10y oot

the “Action” column located on the right side of Requested Role | "

table (FIgUI’e 1) *Work Phone Number *Work Email @
* Users who have non-Principal Investigator roles will see the — cloudett@chudeti.com %

screen depicted in Figure 2 and can edit their work phone

number and work email address. Then click “Save.” (Figure 2) m

Cancel

Figure 2

Helpful Tips

* The Requested Role(s) table depicted in Figure 1 can be
filtered, sorted, and expanded:

»  Filter on any information contained in the table by
typing into the Filter Results box in the upper left
corner.

+ Sort data in ascending or descending order by clicking
the arrows located next to the column names.

+ Expand and collapse the organization name to display
and hide roles.

* Each NSF account requires a primary email address and a
work email address. (Figures 2 and 3)

*  Your primary email address is used for important
notifications about your NSF account such as password
resets. It is critical that you have continued access to
this email account (e.g., Google email address), even if
you change organizations.

*  Your work email address is associated with all your
roles at a particular organization. This email address

is used for role request and approval notifications as
well as for proposal and award related notifications.
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Account View My Roles — Active Role(s) (continued)

How do | change my organization contact information for [eat x
a Principal Investigator role?

Your contact information for University of Washington
Account information is located on My Profile

» Locate the organization and click “Edit” in the “Action” column
located on the right side of Requested Role table (Figure 1 on Vour Contact Detals
preVIOUS page) * Work Phone Number * Work Email ©

7039840341 test_user2@tester.com -

« Users who have an affiliated Principal Investigator role will see
the screen depicted in Figure 3 and can edit their contact details, Your Degree Information
degree information, and work address. Then click “Save.” * Degree Type * Degree Year

Master of Information Systems v 2008 -

Who do | contact at my organization for role request o s
questions? United States =
» Locate the organization and click “See Org Contact(s)” in the * Street Address Street Address (Line 2)
“Action” column located on the right side of Requested Role 1o st ne2
table. (Figure 1 on previous page) Department Name
* The Organization Contacts modal box will appear. (Figure 4)
* City * State * Postal Code
herndon Virginia - 20171
Cancel | Save
Figure 3
“\/* | Helpful Tips
Organization Contact(s) *

» Each NSF account requires a primary email address and a
work email address. (Figures 2 and 3)

Show 5 hd

showing 1-5 of 34 € <PrEv2 3 4 5 Next> »

*  Your primary email address is used for important
notifications about your NSF account such as Organization Contact(s) Organization Contact Type
password resets. It is critical that you have continued
access to this email account (e.g., Google email

Debra Callaway Administrator

. . . Jasmine Campbell Administrator
address), even if you change organizations.
Lisa Cantore Administrator
* Your work email address is associated with all your ety cno U
roles at a particular organization. This email
Autumn Eck Administrator

address is used for role request and approval
notifications as well as for proposal and award snowng 15015 [« rrev [l 2 2 4 5 news »
related notifications. Figure 4




Account View My Roles — Active Role(s) (continued)

How do | set an organization as my Primary Organization
for proposal submissions?

» Prerequisites: You must have either an approved Principal
Investigator (PI) role with an organization or an Unaffiliated
Principal Investigator role before you can designate a Primary
Organization.

» If you don’t have a Principal Investigator role and would
like to add one, click here.

* Open the “View My Roles” page and locate the Active Role(s)
table. (Figure 5)

» Locate the organization where you have an approved Pl role that
you would like to set as your Primary Organization. (Figure 5)

» If your roles at the organization are not already expanded, click
on the plus sign next to the organization name to expand the row.
(Figure 5)

» Locate the Principal Investigator role. (Figure 5)

» Select the “Primary Organization” checkbox located to the right
of the Date Added field. (Figure 5)

* Notice the green check mark and “Pl Primary Organization” label
under the organization name. (Figure 5)

* You now have set the organization as the Primary Organization.
The Primary Organization is the default for your proposal
submissions.

Active Role(s)

Organization Name
© [FARISH JACKSON REHABILITATION .. 301-010-1101 cars1603@tester.com Edit Your Contact Info
+(PI Primary Organization) See Org Contact(s)
Role(s) + Date Added s+
Awardee Financial Representative 01/11/2018
[Principal investigator / co-Principal Investigator (Pi)| 11114/2017 | -/ Primary Organization @ |
Administrator (Admin) 11/03/2017
Figure 5
0»‘ ! ‘O
“\/* | Helpful Tips

* You can only have one Primary Organization.

* Only PlIs need to select a Primary Organization.

» By default, the latest PI role added to your profile (including
an Unaffiliated PI role) will become the Primary Organization
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Elé&‘ Account
Xy g

View My Users

— Administrator Dashboard

The View My Users page is a dashboard for the organization Administrator to view the organization’s pending role requests and
manage user tables. Via this dashboard, the Administrator is able to approve or disapprove role requests, add or remove
current user roles, add current NSF users to the organization, invite users to create NSF accounts, and invite current users to
update their profile information.

Access the View My Roles page

Open Research.gov
Click “Sign In” located at the top right of the screen.

Enter your NSF ID and password and click “Sign In.”

Click “My Profile” located at the top right of the screen.

Click “View My Users” from the left navigation bar.

How do | approve or disapprove arole request from a
user?

View the “Pending Role Requests” table. (Figure 1)

For each user role request, click “Approve” to accept a user’s
request or “Disapprove” to reject a user’s request. (Figure 1)

Approved role requests will now appear in the “Manage User
Roles” table. (Figure 2)

How do | add or remove user roles?

View the “Manage User Roles” table. (Figure 2)

Click “Manage Roles* located in the Action column on the right
side of the table. (Figure 2)

Select the appropriate role(s) to assign or remove from the user
and click “Save.” (Figure 3)

Caution: Deselecting all roles for a user will remove the
user from the organization. (Figure 3)

If another user has the Coordinating Official (CO) role,
the system will display the current CO’s name. (Figure 3)

If a user has not entered the required Principal
Investigator Degree Information, work email and work
phone number for the specified organization, an "Info
Needed" icon will be displayed next to their name and PI
role on the user's View My Roles page and also on the
Administrator’s View My Users page.

The user must input and save the required information
by clicking on the “Edit Your Contact Info” link located in
the Active Roles table.

View My Users

@ welcome to the View My Users page. Here you can:
* Approve pending role requests
« Manage existing user roles in your organization
« Add new users to your organization

For help and more information go to the About Account Management page

Filter Resuits

Pending Role Requests

LEL % Role % Organization Name¢  Work Email

Claude Sponsored Projects Officer University of 01/22/2018

Elton Washington

Claude7575@1.com Approve |

Disapprove

Figure 1

Manage User Roles

Add User

$ Work Phone $ Work Email

@ ClaudeFN ClaudeLN University of Washington 555-555-5555 UPI_RRW_email@email.com Manage Roles]

Remove User

Date Added

Role(s)

Principal Investigator / co-Principal Investigator (PI) 01/09/2018

Figure 2

Roles *

Roles for Claude Elten at University of Washington

ards Manage Organizations
[ Principal Investigator (Pico-Pl) @ [ Administrator (Admin) @

[ Other Authorized User (OAU) @ [ authorized Organizational Representative (AOR) @

[ Sponsored Projects Officer (SPO) ©
View Only @

Manage Financials in Award Cash
Management Service (ACMS)

Graduate Research Fellowship Program (GRFP) Official

ID Coordinating Official (CQ) [currently ab tester lastnm tester] ol

Al dee P
L] Awardes Preparer 0 [ Alternate Coordinating Official (All. CO) &

- :
Awardee Certifier & [ Financial Official (FO) @

Awardee Financial Representative @

Save Cancel

Figure 3

Manage User Roles

© Claude Elton IDAHO FRESH COOPERATIVE INC ci@cl.com

Manage Roles
Remove User

Principal Investigator / co-Principal Investigator (P1) 011872018

A Info Needed

Figure 4
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Account View My Users — Administrator Dashboard

(continued)

How do | add an existing NSF user as a new user at my e
organization?

+ View the “Manage User Roles” table. (Figure 5) ° University of Washington I 1 Updale Proie
+ Click “Add User.“ (Figure 5) Role(s) e

Not Onboarded

» Enter an NSF ID or email address and click “Search.” (Figure 6)

. Figure 5
- Ensure the intended user name appears. e

» If you are an Administrator for multiple organizations,
select an organization from the dropdown menu. (Figure | Add User
7)

Step 1 of 2 Search for User

+ Click “Continue.” (Figure 7) NSF D Email :
oF Search

» Select the appropriate role(s) to assign to the user (Figure 8)

* Note: If the user already has pre-selected roles, this Cance
means the user has already been added to your
organization. In this case, you may edit the user’s roles Figure 6

and click “Add User.” (Figure 8)

« If auser does not have the required Principal Add User x
Investigator Degree Information associated to their NSF
account and/or does not have a work email address and | 5" '# seenorese
a work phone number associated with the organization, | """ I
an “Info Needed” icon will appear next their name and PI | "™
role. In addition, this icon will display on the user’s View m
My Roles page. The user must input and save the oo 122555 € oz J— [
required information by clicking on the “Edit Your
Contact Info” link located in Active Roles table.

Select an organization to assign the role to b I

+ Caution: Deselecting all roles for a particular user will
remove the user from the organization. (Figure 8) _—

+ If another user has the Coordinating Official (CO) role,

. . y Fi 7
the system will display that current CO’s name. 1oure
(Figure 8)
Add User x
Step 2 of 2 Roles for Claude 1122333 ClaudeMid123 Claude2233 at INJECTRONICS, INC.
Prepare Proposals and Manage Awards Manage Organizations
[] Principal Investigator (PV/co-Pl) © [ Administrator (Admin) ©
£ Other Authorized User (OAU) @ I 4 Authorized Organizational Representative (AOR) ©
i, ] " ed Projects Officer (SPO) @
=)z | Helpful Tip i
~ Manage Financials in Award Cash Graduate Research Fellowship Program (GRFP) Official
. . Management Service (ACMS) _
To add a user to an organization or to add a roles to a user, B Avardee Preparer o —
the user must have an updated profile. A user can only update & Avardee Certifer 0 el G o
their profile if they have successfully migrated their account ] Asrges sl Represcntaie 0
and updated their primary email address and phone number.
Add User Cancel
Figure 8



Account View My Users — Administrator Dashboard

(continued)

How do linvite a user at my organization to update their [F——

. .
profile so | can add/remove their roles?
Action
* Locate the “Manage User Roles” table. (Figure 9) versy o washingion

* Click “Invite to Update Profile“ located in the Action column.
(Figure 9)

Role(s)

Not Onboarded

*  An email will be sent to the user informing them to update their

. Figure 9
profile. g

How do | invite a staff member at my organization who
does not have an NSF account to register for an NSF Add User x
account so that | may add them as a user on my
organization’s dashboard?

Step 1 of 2. Search for User

NSF ID Email
« o c oR T
+ Locate the “Manage User Roles” table. (Figure 9) @reem
. . Please check the email address entered. The email is either invalid or is not registered with NSF. You may retry the
O Click “Add User.*” (Flgure 9) search or invite the user to register with NSF via email using the ‘Invite to Register’ button below

+  Enter an email address and click “Search.” (Figure 10) seiect crgsnmasen

Select an organization to invite the user to join W

* Ensure the correct email address appears. (Figure 10)

+ If you're an Administrator at multiple organizations, Fancel
select an organization to invite the user. (Figure 10)

Figure 10
» Click “Invite to Register.” (Figure 10)

How do | remove a user from my organization? Manage User Roles =
Add User
* Locate the “Manage User Roles” table. (Figure 11,12)
“  Organization Name % Work Phone + Work Email
O CI|Ck “Remove User“ |Ocated in the ACtion Column. @ ClaudeFN ClaudeLN  University of Washington  555-555-5555  UP|_RRW_email@email.com

(Figure 11 shows a user who has migrated to the new account

management system and Figure 12 shows a user who has not

migrated to the new account management SyStem) Principal Investigator / co-Principal Investigator (PI) 01/00/2018

A user cannot be removed if they are the last or sole Figure 11
Administrator.

Manage User Roles

* A user cannot be removed if they are the current
Coordinating Official (CO). This CO role must be
assigned to another user before removing the user.

©  ohnDoe University of Chicago (111) 222-2222 John.doe@myuni.co

Role(s)
» Successfully removing the user will remove the user from i Siiaied
the organization but not from NSF’s system.

i . . . Figure 12
* Removing a user from the organization does not in any

way impact the user's NSF account or that user’s ability Remove User x
to become affiliated with any other organization.

Are you sure you want to remove Shari Lewis from University of Washington

» Click “Remove User.” (Figure 13)

“‘ : " Cancel
Q0

~ | Helpful Tip

Figure 13

To add a user to an organization or to add a roles to a user,
the user must have an updated profile. A user can only update
their profile if they have successfully migrated their account
and updated their primary email address and phone number.
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Account Migrate Your Existing NSF Account

To migrate your existing NSF account to NSF’s new account management system, you must verify your account’s primary email
address and phone number. If you created your NSF account before March 23, 2018 and your email address is associated with
more than one NSF account, you will be prompted to verify information. Depending on the information on file, you may be

required to contact the NSF IT Help Desk for assistance.

How will the system prompt me to verify my information | Verify Your Information
so that my account can be migrated?

*  You will receive a Verify Your Information pop-up. After you have | iymaion. This is a one-time process.
read it, click “Next.” (Figure 1)

» Select an email address, enter your 10-digit phone number, and | phone number
click “Next.” (Figure 2)

* Note the information that has been saved as your account’s rgov@nst.gov.
primary email address and phone number. (Figure 3)

NSF is updating its account management system and we need you to verify your account

On the next screen. you will be asked to review your account's primary email address and

If you have guestions, please contact the NSF IT Help Desk at 1-800-381-1532 or

» Click “Go to View My Roles” and you will be directed to the
View My Roles page to view current active roles for your
organization(s). (Figure 3)

Figure 1

Verify Your Information

information in My Profile.

Uk

* Required

For instructions on how to make changes to your account

* Primary Email €&

profile information after your existing NSF account has been Select One -
migrated to NSF’s new account management system, please

refer to the View and Edit My NSE Account Profile Information " Fhone Number

job aid.

Please verify your primary email address and phone number. After this one time
verification process, you will be able to make future updates to this account

“\, \ HEIprI Tlp Charles A Bobrow-Strain (NSF ID: 000300002)

Figure 2

Verify Your Information

Your account information has been verified and saved successfully.
This information can be updated as needed in the My Profile page.

Primary Email: cabs@socrates_berkeley edu

Phone Number: 5555555555

Charles A Bobrow-Strain (NSF ID: 000300002)

Please proceed to the View My Roles page to ensure you have the correct roles(s).
If changes are needed, you will now be able to request a new role.

Go to View My Roles

Figure 3



Account Migrate Your Existing NSF Account (continued)

What happens when the system prompts me to verify my
information but tells me | have multiple accounts that
need to be reconciled?

* You will receive a Verify Your Information pop-up. After reading,
click “Next.” (Figure 1)

*  The “Multiple Accounts Found” pop-up informs you that your
email address(es) is associated with more than one NSF ID.
(Figure 4)

* Click “Go To My Desktop.” (Figure 4)

» Important Note: Please be aware that the system will allow you
to access My Desktop functionality for an allotted grace period.
NSF has set the grace period initially to 30 days.

My grace period has expired. What do | do?

» You will receive a Verify Your Information pop-up. After reading
click “Next.” (Figure 1)

*  The “Multiple Accounts Found” pop-up informs you that an
update to your account is required in order to restore service.
(Figure 5)

»  This pop-up will appear each time you sign in until you contact
the NSF IT Help Desk to reinstate your access to NSF systems.
(Figure 5)

* Click “Close.” (Figure 5)

The system is telling me that my email address is not in
the correct format. What do 1 do?

* You will receive a Verify Your Information pop-up. After you have
read it, click “Next.” (Figure 1)

* Notice the “Account Verification Failure” pop-up informing you
that your email address(es) is in an invalid format. (Figure 6)

* You must contact the NSF IT Help Desk to address this issue.
(Figure 6)

* Click “Close.” (Figure 6)

Multiple Accounts Found

Your account email address(es) are associated with more than one NSF ID. NSF users
should only have one NSF ID account per the NSF Proposal & Award Policies &
Procedures Guide (PAPPG).

‘You may continue work on proposals and awards, however, NSF has logged this
discrepancy and will contact you to help reconcile your multiple accounts. Please be aware
that these accounts must be reconciled, but there will be a grace period before your system

access will cease.

If you have questions, please contact the NSF Help Desk at 1-800-381-1532 or

rgov@nsf.gov.
Go To My Desktop

Figure 4

Multiple Accounts Found

« An information update to your account is required in order to restore service
Please contact IT Help Central 1-800-381-1532 or rgov@nsf gov.

Please contact the HelpDesk

Your account email(s) are associated with more than one NSF ID. NSF users should only
have one NSF ID account per NSF Proposal & Award Policies & Procedures Guide
(PAPPG).

If you have questions, please contact the NSF Help Desk at 1-800-381-1532 or

rgov(@nsf.gov.

Figure 5

Account Verification Failure

@ We are unable to complete the account verification process. Your existing account
does not have an associated email address, or the email address is not in the correct
format. Please contact the NSF IT Help Desk at 1-800-381-1532 or rgov@nsf.gov.

I

Figure 6





